
St Johnõs Central is a single login portal that gives users access to Intranet Information, 
UIS, e-mail, calendar, groups and course tools. St Johnõs Central is a communication 
tool that allows users in the St Johnõs community to receive and send customized 
information according to your role, i.e. student, faculty, employee. A St Johnõs e-mail 
account is required for access to this system. 

When you þ rst log in to the system, you will see a set number of tabs with predeþ ned 
channels (see below). This layout has been created with content relevant to your 
speciþ c role (student, faculty, etc.). You may also add new tabs to your personal layout 
and populate them with other channels to which you are able to subscribe, or with 
any URL to which you want to link.

Navigation Bar:  You will see your custom navigation bar consistently across the 
top of each page. Consider this navigation bar your roadmap to accessing the various 
points of interest within the system. The navigation bar consists of two main areas of 
navigation: the tabs, which will give you access to different sections of content, and the 
applications, which are represented as icons across the top right-hand side of the page 
(e-mail, calendar, groups).

Interface And Layout: The St Johnõs Central user interface is based on a tabs-and-
columns structure. Each of the tabs on the default interface consists of 1-3 columns, 
each of which contains one or more channels of information. Users are allowed to 
add additional tabs and/or reconþ gure the existing tabs and columns. You may also add, 
delete, or move channels. The tab and channel customization is similar to other portals 
such as MyYahoo.

Tabs: Tabs display individualized Web pages with content customized to your role. 
Faculty will see different tabs than students. Some tabs that you might see include: My 
St Johnõs, My Courses, etc.

Channels: This system provides content through channels. Channels are differenti-
ated from each other by a bold rule, and each contains a title and a tool bar. In general, 
channels provide at-a-glance information with click through that links to expanded 
information. Some channels that you may see include: personal announcements, campus 
announcements, my calendar, upcoming events.

The tool bar may provide options such as the ability to delete the channel during your 
current online session, maximize the channel, minimize the channel (thereby removing 
the text but preserving the title), or even get help topics about the channel.

Personal layout and content customization: By default, St Johnõs Central provides 
great ÿ exibility for you to customize the tabs and channels that you have in your layout. 
In general the system allows you to:
Å Add tabs to your layout.
Å Modify tabs to remove them from your layout, move tabs to a new position, rename 
them, set the default tab that opens when you log on, or change the way the tab opens.
Å Add columns to a tab.
Å Modify columns to reorder or delete 
them.
Å Add channels to new or existing tabs.
Å Modify channels to move them to 
other tabs, reorder channels on a given 
tab, or delete
channels from a tab. 
To modify tab and channel properties or to add new tabs and channels to your layout, 
you
must access the User Preferences page by click on the òcontent/layoutó link located 
above the tabs on your home page.

Logging In - To log in you must have:
Å A computer equipped with a Web browser and an 
internet connection. (See St Johnõs Central homepage
for supported browsers).
Å A St Johnõs User Identiþ cation or Login Name and 
Password. 

St Johnõs Central Login Procedure:

1. Open an Internet browser (e.g. Microsoft Internet 
Explorer or Netscape Navigator).

2. Enter the URL: http://www.stjohns.edu/central

3. In the Secure Access Login box, enter your user 
name and password and click OK. Once you log in the 
system displays your homepage.

Changing Your Password: Follow the link from within 
St Johnõs Central or https://cpprod.stjohns.edu/site/
get_started/Loginproblems.html for password changes. 
Passwords must be six(6) numbers. 

Logging Out: Remember to log out so others cannot 
access your account, especially if you are at a computer 
lab. Accounts timeout from inactivity after 60 minutes.

University and Personal Announcements allow commu-
nication with speciþ c groups of St Johnõs Central users. 
These announcements have a start and stop date in the 
system and will appear until they expire.

University Announcements are global messages sent to 
all system users. 

Personal Announcements are sent based on information 
speciþ c to your role on campus, your major, enrolled 
classes, groups, or some other attribute.
For example, an announcement can be sent to all his-
tory majors informing them of a lecture, event or other 
news. 

Personal Announcements can be conþ gured to
appear within their respective channel and/or as an 
e-mail message for every recipient.
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Group and Course Homepages
The Group Studio and Course Studio 
applications give students, faculty, and 
employees the ability to create and manage 
homepages. 
Group Studio provides homepages for 
clubs or other afþ liations (e.g. committees, 
organizations). 
Course Studio provides homepages for 
courses taught at St Johnõs. Since managing 
group and course homepages involves many 
of the same tasks, much of functionality 
contained in these two applications is the 
same.

Group Features
Group Studio supports the 
following types of groups for 
clubs, committees, etc.:
Å Public groups. Public 
groups are open for anyone     
in the St Johnõs community to join.
Å Restricted groups. Membership in 
restricted groups is subject to certain criteria.
For example, to access a group home page for 
an academic or social fraternity, an individual 
must þ rst be accepted as a member of that 
organization.
My Groups. This tab provides access to a 
page that allows you to manage a groups
index (those to which you belong), to access 
overall policies about forming and
belonging to groups at St Johnõs, and a form 
that allows you to request creation of
groups.
Group Index. This tab provides access to a 
page that lists all of the categories of groups 
and allows you to access the group guest 
homepages within each category so that you 
can read about and request to join a group.
Request Group. This tab provides a form 
that you can þ ll out to request the creation
of a new group. If you request the creation of 
a new group, you become the group leader 
and have initial responsibility for creating and 
managing the group homepage and guest view.
All groups have a group leader. Typically, a 
group leader is the individual who initially
requested the group creation. Group leaders 
use Group Studio to complete the following
tasks:
Å Create and manage the group homepage, 
including the links, news articles, þ les, and  
photos posted to the homepage.
Å Create and manage the group guest view 
page, including the group description and
information, and any links or photos that 
would be appropriate to be viewed by 
nongroup members.
Å Create and manage sub-groups to meet the 
needs of smaller populations that exist within 

your group membership.
Å Set up the group message board with topics 
and an overall description, and deleting topics, 
messages, or replies as necessary.
Å Create and manage the group calendar.
Å Activate and deactivate group members as 
necessary, including approving or disapproving 
membership requests for restricted groups.
Å Assign privileges to group members so 
responsibility for any of the above tasks can be
delegated.
Group Studio provides a set of tools that 
appear in a menu on the left-hand column of 
any page for which you are the group leader. 
The menu includes options that let you manage 
the content on the homepage and guest view 
page, and options that let you manage the 
conþ guration of the group. If responsibility for 
any group homepage management has been 
delegated to other group members, they will 
also see the tools menu, but it will only contain 
options for any permission they have been 
assigned.

Course Features
Course Studio provides functions that support 
homepages for students enrolled in courses.
For the most part, the Course Studio provides 
the same features as Group Studio, with a few 
differences. Course homepages reside on 
the òMy Coursesó tab.
Unlike groups established for clubs and 
interests, users are automatically given access 
to course homepages when they enroll in a 
course. All courses have natural course leaders.
Typically, a course leader is the course 
instructor and is designated at the time the 
course information is added to the system. 
Course leaders use Course Studio to complete 
the following tasks:
Å Create and manage the course homepage, 
including the links, articles, þ les, and photo
content. 
Å Set up the course message board with topics 
and an overall description, and delete topics, 
messages, or replies as necessary.
Å Create and manage the course calendar.
Å Assign privileges to course members so 
responsibility for any of the above tasks can be
delegated. 

Instructors can also group any number of 
courses into a single consolidated course, for
which studio tools and content can be 
managed through a single access point.

To help with these tasks, the Course Studio 
application provides a set of tools that appear
in a menu on the left-hand column of any 
page for which you are the course leader. The 
menu includes options that let you manage 

the content on the course homepage, and 
options that let you manage the conþ guration 
of the course. If responsibility for any course 
homepage management has been delegated 
to other members, they will also see a tools 
menu, but it will only contain options for any 
permissions that they have been assigned.

Group and Course Homepage Tools
Depending on your role (member or leader), 
the homepage will provide access to a number 
of tools:
GROUP/COURSE TOOLS. These tools are 
provided to all group or course members.

ð Homepage. Allows you to return to the 
group or course homepage from any subpage.
ð News. Allows you to read all articles that 
have been written by other members and to
submit articles for potential posting.
ð Photos. Allows you to view all of the photos 
that have been posted and to submit photos 
for potential posting. See òFile Limitsó on p.3 *
ð Links. Allows you to view all of the links that 
have been posted and to submit links for
potential posting.
ð Files. Allows you to view all of the þ les that 
have been posted and to submit þ les for
potential posting. See òFile Limitsó on p.3 *
ð Message Board. Allows you to enter a 
dedicated message board where you can read 
and post messages and replies.
ð Calendar. Allows you to access a group or 
course calendar.
ð E-mail. Allows you to send e-mail to group 
or course members.
ð Chat. Allows you to enter a dedicated chat 
room where you can participate in real time
discussions with other members.
ð Members. Allows you to view a list of other 
group members and information about each, 
including any homepages that the member 
might have. You can also post your own
homepage link.
Note: This is a comprehensive list of all tools 
and applications that are potentially available to 
groups and courses. Depending on the rights 
and permissions granted to you by your system 
administrator, you may only see a limited set of 
these tools.
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CONTENT TOOLS. These tools are only
provided to group or course leaders, and to
group or course members who have had
responsibility for managing a homepage
feature delegated to them.
ð Manage Homepage. Allows you edit to 
the content that members see on the homep-
age, including featured photo, featured links, 
and top þ ve links.
ð Manage Guest View. Allows you edit the
content that non members see on the groupõs
guest page, including the group description, a
group photo, general group links, and other
group information. Since courses do not have
guest members, the Manage Guest View
option does not appear on a course homep-
age.
ð Manage News. Allows you to edit articles
that have been submitted for posting, and to
post articles to, and delete articles from the
homepage.
ð Manage Photos. Allows you to post 
photos to and delete photos from the homep-
age.*
ð Manage Links. Allows you to post links to
and delete links from the homepage.
ð Manage Files. Allows you to post þ les to
and delete þ les from the homepage.*
ð Manage Message Boards. Allows you to
create descriptions for the groupõs message
board forum and to delete message board
topics and replies
ð Manage Calendar. Allows you to add
events and other important items to a group
or course calendar.

CONFIGURATION TOOLS. These tools are
only provided to group or course leaders.
ð General settings. Allows you to change 
basic group attributes, such as name, descrip-
tion, and group type. (Groups only)
ð Applications. Allows you to specify which 
of the possible system applications (like Chat 
or Files) are available to group or course 
members.
ð Sub Groups. Allows you to create, activate,
and inactivate subgroups. (Groups only)
ð Members. Allows you to activate or inacti-
vate group or course members. For restricted
groups, you need the check the òMembersó
link in Conþ guration Tools often to approve
group membership. (Restricted Groups only)
ð Permissions. Allows you to review the 
list of group or course members who have 
been given permission to manage a homepage 
feature.
PERSONAL TOOLS. These tools are pro-
vided to all group or course members.
ð Groups Policy. Allows you to review
St Johnõs policy for establishing online groups.
(Groups only)
ð My Proþ le. Allows you to review your 
group membership information and to cancel 
your membership.
Note: As with the overall tools and applica-
tions that are potentially available to a group 
or course, this list will vary depending on the 
rights and permissions granted to a group or 
course by the schoolõs system administrator.
As the group or course leader, you will work
extensively with these tools to create and 
manage the pages, resources, and content 
members see, and to deactivate and reset the 
permissions associated with member proþ les.
*Files Limits: The maximum þ le size for 
upload to þ le sharing in course and group 
homepages is 1 MB. File sharing supports all 
þ le types. Supported þ les for photos are .jpg, 
.jpeg and .gif. There is a total of 10 MB of disk 
space available per group or course for
storing photos and shared þ les.

Stay and chat as long as you like, but remember 
that there may be minors in these rooms.
When you participate in an online chat, you agree 
not to:
Å Publish, post, e-mail, upload, or otherwise dis-
tribute any content that is harmful, inappropriate, 
unlawful, threatening, abusive, harassing, defamatory, 
vulgar, obscene, libelous, invasive of anotherõs 
privacy, hateful, or racially, ethnically, or otherwise 
objectionable
Å Publish, post, e-mail, upload, or otherwise distrib-
ute personal information about a person including 
his or her full name, address, phone number, 
picture, or the name of his or her institution
Å Offer for sale products or services, except in 
those areas provided for that purpose
Å Link to any content not allowed in the system
Å Harvest screen names
Å Impersonate any person or entity, including, but 
not limited to, an ofþ cial representative of your in-
stitution, or falsely state or otherwise misrepresent 
your afþ liation with a person or entity
Å Forge headers or otherwise manipulate identi-
þ ers in order to disguise the origin of any content 
transmitted through the system
Å Publish, post, e-mail, upload, or otherwise 
distribute any content that you do not have a right 
to transmit under any law or under contractual or 
þ duciary relationships (such as inside information, 
proprietary and conþ dential information learned or 
disclosed as part of employment relationships or 
under nondisclosure agreements)
Å Publish, post, e-mail, upload, or otherwise distrib-
ute any content that infringes any patent, trade-
mark, trade secret, copyright or other proprietary 
rights of any party
Å Publish, post, e-mail, upload, or otherwise distrib-
ute any unsolicited or unauthorized
advertising, promotional materials, òjunk mail,ó 
òspam,ó òchain letters,ó òpyramid schemes,ó or any 
other form of solicitation. 
Å Publish, post, e-mail, upload, or otherwise dis-
tribute any material that contains software viruses 
or any other computer code, þ les or programs 
designed to interrupt, destroy or limit the func-
tionality of any computer software or hardware or 
telecommunications equipment
Å Disrupt the normal ÿ ow of dialogue in a chat 
room or otherwise act in a manner that negatively 
affects other usersõ ability to engage in realtime 
information exchanges
Å Interfere with or disrupt the system or servers or 
networks connected to the system, or disobey any 
requirements, procedures, policies or regulations of 
networks connected to the system
Å Intentionally or unintentionally violate any 
applicable local, state, national or international 
law, including, but not limited to, regulations 
promulgated by the U.S. Securities and Exchange 
Commission, any rules of any national or other 
securities exchange, including, without limitation, 
the New York Stock Exchange, the American Stock 
Exchange or the NASDAQ, and any regulations 
having the force of law
Å òStalkó or otherwise harass another
Å Collect or store personal data about other users

This area provides a connection to services such as registering for classes, viewing or posting 
grades, applying for þ nancial aid, changing your pin, keeping your biographical data up-to-date, 
and paying your bills. Depending on your role on campus and your level of access, you will be 
presented with forms for the various administrative tasks you need to perform.




